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1. All oflicial corresponcence in connection with Civil LirNFatrol
activities must te written in sccordunce with the princirles and rmechanics
off military correcspondences These principles and mechénics will te des-
cribed and 1llustrated below. Closc adhercnce to these principles will do
rmek to climlinute misunderstundings ond to dscist in the speedy and yroper
execution of written instructions and orders.

€. 0Official correspondence should be courtcous, clear an¢ concise.
Care should be given to conform to the rules of zooc gremror and composi-
tion. Rermarks of & personal nature should be omitted.

3o Iromptnese in answering is a necessit- and & courtesy. 0fficial -

communlcations should be answered within twenty-four hours of receipt.
If there is to bte a celay ‘n answering, the comrunicaetion should be
acknowleczed and the cause of delay explained.

4. An off'iclal communication will refer to onc subject only.

G5s FAILR OIZ1.: Officlal corresponderce shall te written on paper
€ x 10-1/2 lnches. One side only of the paper will tc uscd.

6. IARGIIIS: VUnused rergins on ecach sheet shall not be less than
ot 30 L
the followling widths: :

Top marsin, first page el Cineh

Top marsin, 2nd and succeeding pages 1-1/4 inch

lieft margin 1l-1/4 inch

izht margin 3/4 inch

tottom margin 1 inch (excluding

parse nurber)

7« SPACILG: ‘'‘hen typewritten, the body of & communicetion will
orcinarlly be sinrle spacec with a double space between numbered para-

graphs.

e HEADING: 1Yothine tut the headine will be written in the upper
third of the first shect of cach letters. This consists of the following;

4. Lesirnution of the headquartcrs
b. Address - :
c., Latle

d. Subtject

e. 7o vhom sent
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HEADQUARTLRS REW YORK VING
Civil Air Fatrol
1108 Rand Iiuilding
Puffalo 3, N.Y.

20 July 1944
SUBJLECT: ¥Military Correspondence

TO: Commanding Officer, I'issourl Ving, Civil Air latrol,
2/o Adjutant General's Office, State Office Bullding
Jefferson Clty, issouri

ATTENTION: Ving Training Officer

9. BODY: The body begins just below the upper 3rd of the lst
sheet. I & letter has several paragraphs, thev will be numbereé
consecutively with arabic numerals. IT oubaparaprarhs are required,
they wlll be designuted alphabetically within the main paragraph.
The pages of a communication will be numbered consecutively midway,
1/2-inch from the bottom of the sheet.

10. SIGNATURE:

a. The signeturc will ordinarily consist of the first name
middle Initisl and last name. Signatures will be made with pen and ink,
or when necessery, with indelitle pencll. HName sirnatures will te
followed by the typewrittoen name, identicul with the signature, followed
by the grade and CAP, and the duty assignment.

b. Iixcept as otherwise prescribed, a commander may recuire a
sulteble officer subordinate to himself to sign certain communications
for hir. %Yhen he does so, however, he is as fully responsible for a
communication signed as though he, himsslf, had signed it.

c. “hien a subordlnate signs a communicatlon for a commander,
one of the following forms willl be used:

(L) 18 to QEipher commander:
"For the Ving Comrander:
John Doe (signed)
JOIIY DOT (typewritten)

Capt., CAP
Ad jutant"
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(2) If to @ subordinate:

o~ i o S —

"Ly order of Ving Comrander WELGH:

John Loe (sirned)

JOi'N DOT. (typewritten)
Capts, CAY

Ac Jutant"

1l. A mllitary letter is answered by an "indorsement" which is made
part of the letter. Ueversl indorsements may be recuired to snswer one
letter. The first indorsericnt will bLerin about 1/2=inch below the lowcst
clerent on the last page of the or*g\ral cormunication or at the top of |,
the succeeding pape. Successive indorsements will te nurbered serially
nicway in the sheet with about 1/Z-inch between them if they are on the

sere pare. largin and cpacing requirements are the same as for the lethter.

12, REFLRELCI FOENS:

a. Lefcrence to generel orders, tulle_fins, circulars, or other
similar documonts ordinarily will includo the following:

(1) lnragrurh number, 1f any
(2) Section number, if any
(&) Tikle’ of uorlc" €efey "General Orders,"

"Training lirectlv 5" etc.

dumber ln series

Source

Yeur of lisaue

Indlcatlion of subject matter referreéd to vhen

such is not clearly indiceted in context.

(&) Y¥xarple: "Heference peragrarh 5, Section s
Generel Orders No. 1, Civil Al® latrol, 1942."

NN N S
SRR
Nt Ml o N

b. feference to letters or indorsements ordinarily will include
the following:

Lesicnation or other indicstion of the addresses,.
Ixarplc: "Heference letter CF 9, leadguarters Civil
41r tatrol, TPebruery 13, 1942, Subject “Uniform and
Inslcnia for Staff icrsonnel", to all Ving Cormanders.

(1) Pile number, 1P any
(2) office mark, if any
() 8ource

(4) Date

(5) Subject

(C)

(7)

Cc. Correspondence will alweys contain specilic reference by
peragrarh numtier or other designstion to the refulat¢on, order direct jVP
letter or other written m&t*pw of similar charafeer, which Is QTIILCdlle
to the subject of thc corrcspondence.
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15+ WOLSL LETTRER: (l-inch margin .

frorm top)
Group hos 615 Civil Air PFatrol
Glenwood School
nlerviood and Letroit Lvenuo
Toledo, OChilo =

(lel/4=inch € Aprll 1944 (3%/4"
mergin) s margin)

SUEJECT: ilms for Civil Alr Tatrol Trainine lrogcram

S Cow-enﬁinl 2fficer, Chlo Wwing, Civil Air Fatrol,
vwyandotte Lulldi ng', Room 501, Columbus, Ohio

1. 7This lleadquarters wishes to secure films suitable for use
wilth the course of the training program.

2, It 1s recuested thet information relative to avallal.ility
of such films be furnishecd.

(Mare sipned)
JOULL As SPITH
a jor, CAF
Corriand ing

I8t TInd .

Heo OIIO . Il G, Cil., Wyandotte Lullding, !oom 501, Colaumbus, Ohio
10,April 19044.

10: Comranding Officer, Group !o. 516, Ohlo V.ing, CAI
Glenwood, 5chool, flenwood and Detroit iAvenue, Toleéo, Ohio

Trainging £ilms have been issuecd to this Headquarters. They
are being issued to Groups on & rotating schedule. First films
will reach your headquarters on 2% April 1644,

iy order of Vilng Comrander SMITH:

(Merme sirncd)
JATES Re ELECE
Capt., CALL
l=inch minimum mergin ; Ad jutant
to pare number

1/2-inch mergin from page number to bottom of pare

Ey dircction of Colonel JOIBISON, lational Cormander
OFFICIAL: +i1lliam R. .ilkinson (signed) SANMUEEREG S GEST . TR
WITLIAY K. LILKINSON Captain, iLir Corps
1st lLieut., Alr Corps Tralning Officer
AC jutant
DT TI.TJ.] LP‘IOX- ¢4=
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